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CIA RECORDS CENTER

ANNEX IV

This Annex furnishes the findings revealed

by the immediate study together with supporting
details. '
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CIA RECORDS CENTER
Findings

1. The Records Center is operational in chal;acter thus, should not be placed
organizationally in MIS which administers functions of a managerial staff
na%

Ure.

An enterprise is operational in charactar if the functiens and activities
thereof entail the performance of repeated routines and rendition of simple
services to accomplish its mission. The functions and activities of the
Records Center entail the performance of repeated routines and renditions
of services such as accessioning, storage, servicing, processing, and disposal
of records, Thus, the Records Center is obviously operationel in character.
(See ANNEX III TAB H)

The Records Center should not be placed prganizationally in MIS if its
mission and specific objectives differ from those of MIS, The mission of the
Records Center is to provide a systematic control of records through specific
objectives such as (1) effeeting retirement of recerds pursuant to approved
disposition achedules, (2) prompt destruction of records as authorized, i.e,
when they are no longer useful or when the retention thereof is not required
by lsw or other considerations snd (3) the economical storage of records that

must bs retained,

The mission of MIS is (or would seem to be) to coordinate the use of men,
money, materials, methods, and machines to fagilitate planning, organizing,
directing and controlling the operational, intelligence and support activities
and the progress of CIA on an economical basig in the accomplishment of its
overall mission. The mission more fully described is to provide security
for the United States of America via produced intelligence and estimates
through specific objectives such as the cultural, industrial, economical,
geographical, biographical, psychological, political, and military aspects
of potential enemies. The conclusion is obvious snd needs no amplification
for it is commonly accepted that the mission of the Records Center is merely
& minor part of the whole mission of CIA and it 1s the latter which occupies
the primary interest of MIS,

2. Positive adva.nigges will accrue in placing the Records Center under the
administrative Jurisdiction of il and in placing technical jurisdiection 25X1A6a
thereof under MiS.

The premise obtains in the first assertion if it can be shown that
facilities exist and are available for general administration of support re-
quirements such as personnel, communications, fiscal, medical, logistics, and
security aspects together with space facilities and reproduction and machine
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records services, But all of these exist aad are available, Further, the
25X1A6a B has concurrad in the project study to place the Records Center under
his administrative jurisdiection.

25X1AGa In addition thereto, the location of the Records Center at [l will en-
able the merger of the Vital Materials Repository with the Records Center,
thus effecting an overall savings comparable to the salaries of the Reposi=-
tory or Records Center personnel who could be assigned to other duties,

25X1A86a Finally, the placement of the Records Center atfj vill also enable
MIS to sbsorb the Records Management Staff without the burden of juetifying
the retention of an operating element thereof. This would tend to solve the
overall problem of jurisdiction.

Kotes The transfer of records material between headquarters
25X1A6a offices andJjjjjj should pose no special problem as mail for Il 25X1A6a
is picked up at the central mail room in Que Building once a
dey Monday through Friday. Also, a special trip is made once
and sometimes twice a week under armed guard for the conveyance
of Vital materials, Additional trips could be made as necessary
for the expeditious transfer of records material.

With respect to communications, an internal method through the
Agency switchboard is now availsble, Expansion of this facility
will depend upon the volume increase of telephone traffic per-

- taining to records. '

The premise holds in the second assertion if it can be proved that therse
exists a direct relastionship between the activities of records analysts and
the work of the Records Center, The relatienship is close, The analyst
collaborates with the area records officer in operating activities by inven-
torying and appraising records and by preparing control and disposition
achedules, Thus, he must know if the records scheduled for retirement are
flowing to the Records Center in accordance with approved disposition schedules.
Further, he must know the volume of the records, which fluctunates with dis-
posal action, the amount of shelving space available in the Center, the types
of filing systems used in operating activities and the existence of any un-
usual circumstances pertaining to the records, He must be prepared to assist
and guide Reoords Center personnel when problems arise, e.g., interfiling
records of a single series when different filing systems have been employed.
In actual practice, the relationship is so c¢lose that it tends to provide
on-the-job training of clerks in the Records Center to become records
analysts, The conclusion is obvious.

Precedent for the exercise of technioa} Jurisdiction over records ac-
tivities under separate administrative jurisdiction exist in the Departments
of the Army, Navy, Interior and also in CIA , e.g, Vital Materials Repository.
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3. The Records Center should be retained with the Records Management Staff

in MIS on a temgora;z basis until the construction of the permanent center
At is completed. :

-« The Records Genter should be retained with the Records Management Staff
in MIS under the circumstences cited if it ¢an be demonstrated that there is
no other logical place to assign it organizationally on the basis of func-
tional relationship. Obviously, no functional relationship exists in the
DD/P complex, nor in the DD/I complex with the possible exception of OCD
where the relationship is limited to supplemental distribution; something
which is actually apart from the Records Center also, for it is merely
assigned there for convenience, In the DD/A complex no definite relation~-
ship exists in any single component with the possible exception of Logistics
where the relationship could be construed on the basis of a "service®. an
assignment to that office, however, is not advisable because the Recoxds
Center is a emall domestic activity contrasting with the broad world-wide
scope of activities directed by Logistics, Thus, the Center, still an in-
fant, might not receive a full measure of interest and care to promote its
welfare. Further, the separation of the center from its parent organization,
nemely, the Records Mansgsmeat Staff, before the overall records program has
matured fully might give rise to confusion, misunderstandings and Jurisdi¢-
tional questions between records analysts and administrative officials.
Under these circumstances, the Center should be retained on a temporary basis
with the Records Management Staff in MIS and be assigned to the dispositioen
phase of the program.

L. When it is determined to place the Records Center under the administra-
tive Jjurisdiction of the functions, responsibility, operations, dupli-
cating equipment and three position slots (G8-5) pertaining to-supplemental
distribution should be transferred to the Jurisdiction ¢f OCD on or before
completion of the physical move. ; N Pt

When it is determined to place the Records Center under the administra-
tive jurisdiction of jj}; the functions, responsibility, operations, dupli-
cating equipment and three position slots (G3~5) pertaining to supplemental
distribution should be transferred to the juriediction of OCD as specified
if proof can be shown that (1) a functional relationship exists, (2) physical
facilities exist for limited storage of basic intelligence reports, (3)
technical facilities exist for the fast reproduction of information reports,
(L) adequate security requirements exist, (5) the proposed transfer will re-
move a duplication of effort (6) the proposed transfer will simplify opera-
tions, and (7) savings in space and filing equipment can be effected,

o

A discussion with representatives of OCD reveals that each of these
either exist or obtain, respectively, as follows:

Functional Relationship - LD/CD has alweays exércised'control 88 a clsaring
house over dissemination and approves distribution of published reports to
TAC &nd non-IAC agencies,
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Phyeical Facilities ~ OCD now maintains a limited supply of basic intelligence
reports including current and some earlier editions. This supply is housed

on 126 three-foot shelves and comprises from 350 to LOO linear feet of ma-
terial. Five copies of each NIS are included. Thus, it would be merely neces-
sary to replenish the stock on hand from the reserve supply in the Records
Center to meet Agency needs., This phase of the proposed transfer can be ac-
complished without additional space, squipment s Or personnel,

Technical Facilitie_g_ - An explanation of the ;nicroﬁ.hn system installed in
0CD Is provided In Tab L of this Annex.

Securigz Requirements - In person requests from officials of other agencies

Tor inished intelligencemports and information reports require clear-

ence and approval of LD/CD. Display of the Agency badge is required for in

person raquests made by CIA employees. A CIA address is required on all re-
quests by mail. Follow-up contact is made on a 60 to 90 days' basis for all
material on loan. :

Duplication of Effort - OCD now maintains a staff of four employees at the
Uﬁ es the Library to service copies of CIA reports whig¢h are furnished
on a loan basis, Records Center maintains a staff of five employees to ser-
vice CIA finished intelligence reports and information reports on a transfer
basis. The reports used in each operation are identical in substance and
appearance. Thus, there exists two identical services in CIA whereas one
would. suffice., :

Simplified Operations - Reproduction of information reports in the Records
Center is complex in that it entalls the use pf three duplicating methods,
l.e,, Ozalid, photocopying, and ditto. Thus, standardization is lacking.
The procedure used in the Records Center also entails the maintenance of 152
file cabinets in which to house the respective master coples and a limited
supply of CIA reports to facilitate servicing requests for distribution.

Upon conversion to the microfilm system (Tab L) the masters of informa-
tlon reports issued between 1946 and 195k will not grow amy larger in volume.
These masters comprise 60 cubic feet of wultilith, 200 cubic feet of Ozalid,
8 cubic feet of ditto, and 2 cubic feet of paper, aggregating a total of 270
cubic feet. A fair estimate indicates that a period of one year will be re-
quired to compare and consolidate the collections on a plece by piece basis,
convert the masters to the microfilm system, and to dispose of the hard copy
collection and filing equipment as the consolidation progresses. This would
establish a uniform reproduction method, simple in operation.

Savings - The proposed transfer of functions and responsibilities will result
in sa%ngs in equipment and space and a potential savings in personnel and
increased efficiency.

~h
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Equipment - Representatives of OCD confirm that approximately 4O filing
ca&ne%s housing CTA information reports can be emptied and returned to stock
upon conversion of the information report masters to the microfilm system.

. The Chisf of the Records Center confirms that approximately 152 cabinets now
used to house distribution material could be returned to stock upon conver-
sion of information report mssters to the microfilm system.

%hile a numerical count of the masters j8 not available, some idea of
the potential savings in filing space may be apparent from the knowledge that
one B~-drawer safe will house approximately 455,000 machine records aperture
cards for microfilm fremes (TAB L).

‘Space - Space occupied by the cabinets comprises approximately 1500 square
feet, This second phase of saving will not be immediate. Continuation of
the space requirements for CIA reporte in the present Records Center will pro-
bably be necessary until the physical move to the new Center takes plece,
i.8,, if less than a year. While the microfilming of the collection will
begin as soon as possible, that pertaining to ozalid will be deferred to last
to avoid impairment of current operations. If the mierofilming is not com-
pleted at the time of the physical move of the Center it may be necessary to
transfer at least part of the ozalid masters, not exceeding 25 cabinets, to
the CTA Library pending completion of the cemera operations.

Persormel and Increased Efficiency - In a transfer of functions and respon-
sibT1ity of this type which enEEITS additional work for a limited perlod such
as the consolidation of files and an integration process into a new operating
procedure, a definite saving in personnsl may not appear immediately. There

is, however, a potential savings in personnel and increased efficiency that
should be apparent at the time the integration process is completed.

Current plans in OCD provide for the continued development of the micro-
£1i1lm project and, along with that, the gradual transfer of T/0 positions from
the CIA Library files to such project. Ultimately, a tangible savings in per-
sonnel should be realized not only in the CIA Library files but, also, through
the increased efficiency that will result hy (1) sdoption of the microfilm
project, (2) transfer of certain T/0 positions from the CIA Library files to
such project, (3) Training and conversion of the position incumbents to the
new type of work required by the project, and (4) the consolidation of the
two information report files and integration thereof into the overall operating
systeme Thus, it would seem more practicable to constirue savings in the
light of increased efficiency at present and defer evaluation of the actual
savings in personnel for a period of one year at which time measurement can
be made through & survey of T/0 requirements.

Under thess clircumstances, justification for the proposed transfer of
functione and operations is apparent.

-5
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5. When it is determined to liace the Records Center under the administra-
tive jurisdiction of the function and responsibility of performing essen-
tial operating routines pertaining to initial distribution of regulatory and
miscellaneous isguances should be transferred to the Reproduction Plant
Printing and Reproduction Divieion, Logistics Office on or before completion
of the physical move. :

The function and responsibility of performing essential operating routines
pertaining to initial distribution of regulatory and miscellaneous issuances
should be transferred to the Reproduction Plant as specified if proof can be
shown on the basis of functional relationship that adequate or better facili-
ties therefor exist end similar routines are now being accompliehed., That
adequate or better facilities exist is evident from the requirements of the
Dissemination Section of the Plant, stated as followss

"Administrative requirements entail the distribution of reproduced
material to operating activities of interest. Operating responsibilities
include enveloping, wrapping, sealing, tying or otherwise preparing re-
produced material inclusive of addressograph routines and effecting dis-
tribution of such material to the requisitioning office,t

Reference to "addressograph" lends force to comprehension of the term "betterm
facilities. That similar routines are now being accomplished is true by vir-
tue of every issue of finished intelligence rcports prepared for distribution
according to dissemination lists furnished to the Plant by LD/CD and also by

- FBIS reports. The conclusion is obvious,

Discussion of this proposed transfer with the Chief, Printing and Repro=-
duction Division confirms that he is willing to furnish sets of pre-addresged

. envelopes prepared on addressograph equipment but is not willing to accept

responsibility for performing essential operating routines with the present
T/0 of the Dissemination Section. Based on experience in the Records Center,
2 minimum of two and a maximum of four employees have been required to pre-
pare regulatory issuances for distribution, i.e. depending on the sige and
urgency thereof.

If this proposed transfer is approved, the number of copies for initial
distribution to respective addressees should be standardized. Then, coding
for the number of copies to each addressee can be added to the addressograph
plates whenever expedient to facilitate sorting, counting and inserting in
the pre-addressed envelopes, :

-6
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& ANNEX IV TAB L

CIA RECORDS CENTER
Technical Facilities in 0CD

MICROFIIM SYSTEM

Beginning on or about 15 April 195L, OCD plans to supplement its intel-
ligence reference service with complete film coverage of all CIA documents,
To accomplish this objective, excellent facilities are availsble for planned
microphotographic projects. In addition to essential cameras of the flatbed
Model D type, a photostatic process printer has been installed recently. A
film sort procedure, the basic plan of which houses a microfilm image in a
machine records aperture card, has also been installed. These facilities
will enable fast and acourste sorting and enlarging of the comprehensive col-
lection of documents thpt will be processed into the system.

PRINTER

The photostatic printer is capable of enlarging 16 mm film on a contin-
uous feed basis, While the initial reduction of images by camers is stan-
dardized for the system at a ratio of 17 to 1, the recovery by enlarging is
limited to approximately 70f or 12 to 1, The maximum paper sise of each
print 1s 8 X 10, The image msy vary up to a meximum size of 53/L X 81/2.

The time factor for 1 print is 2% ninutoé with additional prints every
6 seconds. The exposure time varies from % to 1 second.

The duplicating potential is approximataiy 7 pages per minute., As
projecte] this is comparable to 420 per hour, 3360 per day and &7 $200 per
month for constant production.

The installation of an additional printei- for the enlargement of 35 mm
film and hard copy is also contemplated.

MOUNTING :
The mounting of £ilm in the machine recofds aperture cards is accom-

plished by means of a Film Sort Mounter, a machine which requires hand in-
sertion and partial manipulation. .
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' 20 January 1955

MEMORANDUM FOR THE RECORD

SUBJECT: Recruitment of Personnel for tihe Records Center

1. Several times in the past four or five months I
suggested to | i» the Personnel Office that he

review the personnel records of Agency employees who live
in the _, ares for consideration for
positions In the Records Center. I suggested that this in-

formation could be readily obtained by requesting the
Machine Records Division of the Office of the Comptroller
to make a listing from their punch cards.

2. I discussed this uatter again with [ or
14 Januvary and found out that he had not submitted a re-
quest to the Machine Records Division for this data.

3, I discussed this matter with I chief of
the Machine Records Division and recommended that he pro-
ceed to select all Agency personnel living in the general
area of - O lg January he advised me that there

were 26 persons in this category. I arranged for the nawes
to be typed and forwarded the list to & on

19 January.
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mmrm M; mehtt |
BUBRJECTy $tonal Teanaler
EX1ABE W fron Eanagement Saff
1. Attached oy Tad A is request mwammmw
Chisf, Hecords Mansgemwnt Uivision, f&- the offisial tranater of 25X1AB
Records Center setivities from the Mansgemsut SSafY V4 a
mn? approved yza?t.&u: B ”m;.“ s charh showing W
present organisation 400Yds Hansgen A ehm
reflscting the warger af the m« Center iﬁ&n 25X1A6a
posed orgmisation 5s provided in tab &,
2. Spetifically, the request indludea a trausfor of

operations and conveyance of the celling Mm ot tvelve
positions vith related funds from the XKa
m&m of 25X1A6a
request for trass ore

Fositise Srade

Hode. Mgt Amlylt 11

et ;

Rode. $ e

25X1A9a Rods. Mgt. Mﬂ 7

koda., Hgt. Analyst 7

Reode., gﬂ' Analyss T

Bods. m. Aﬂiﬂt 5

Reda. Mgt. Analyst s

Bods. Egt. Analyst b4

Rods. ¥gt. sualyst 9

3. The net effect of the preopossd transfer ia sa follows:

&. ALl poeitions arv proposed st exis
respectively. Fropes tieg grades,

b, Ko increasc in ¢eiling or total pumber of ¥/0 -
tions i» required. /o pout

: | | //_,
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e. Aotien by the Comptroller entalls tyensfer of budgetary
MWQ

¢. The Commdnding DIficer, 11 exeroise fulls admin-
-istrative Jurisdiction over all Centor sobivities.

25X1A6a . The Chief, Recerds ¥ansgoement Divisisn will Surnish
teckniosl guidance and assistance to C.C,. Jlles fesaible and
sagantial to feciiitate the Agenay's ovarsll records progree.

25X1A6a

k. Yowr spprovsl is recemmsnded.

B 25X1A%
Asointent Nanagemwent 2fficer
IB/3 srea

ATTACHKENTE ¢
o> & «~ Proposal
Teh 2 ~ Present Org.
Tad & ~ Propossd Org.

APPRVED - This reguest is suthorized within the sutherily and
respongibilition of the Chief, Xanngement Staff.

w29 1998
WAk 6! ﬁ““

25X1A9a
Chidly ¥ 22

DISTRIBUT [ONs
& orig. & 1 = Oflice of Personnsl

25X1A9a ? -
1 - Compirolle

MS/IDsee (22 March 1955)

SeaRET
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Chief, Management Staff 15 March 195%

Chief, Records Management Division

T/0 Change and Relocation of the Records Cénter

l. It is requested that Records Center operations be
25X1ABa  4ericially trensferred to MMM effcctive 2 April 1955. "his
transfer 18 in accordance with the approved project review sub-
mittal dated 25 Januery 195k, subject: Proposed Conmstruction
of CIA Records Center, and the memo from Colonel White to the
Chief, Management Staff deted 5 January 1955, subject: The
Hecords Center.

i

25X1A6a 2. The ceiling allocation of twelve positions should be
. transferred from the Management Staff to ﬁwith the related
funds. The positions to be included in this transfer are as
follows: :
Position Grade ~ Slot No.
Reds., Mgt. Officer 12 52
Reds. Mgt. Analyst 11 53
Clerk Stenographer 5 0
Reds. Mgt. Analyst 9 56
Reds, Mgt. Analyst 7 57
Rode. ¥gt. Analyst 7 £7.01
Rods. Mgt. Analyst 7 57.02
Reds. Mgt. Analyst 7 57.03
Reds. Mgt. Analyst s 59
Reds. Mgt. An2lyst 5 59.01
Reds. Mgt. Analyst 9 €0
Reds. Mgt. Analyst 9 6l
/s/

“ | 25X1A9

Approved For Release 2000/08/17 tGiA-RDP61-00910A000100070006-7




Approved For Release 2000/03MH®*E| A_RDP61-00910A000100070006-7

HMunsgensut Staff
Eeoceds Mavagement Division

Revords Mamagement
Hwisiom
Foras Yanagement Reperie and Corvespendense Syet
Recerds Disposition Gocords Cemter
Bransh Brameh
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